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INTRODUCTION. 


The  Shorthand  Alphabet. 

Our  shorthand  alph^-bet  ia  compoHed  of  twenty-four  consonants, 
four  vowcU  and  four  diphthongs.  To  facilitate  the  learninK  of  these 
characters  we  shall  divide  the:  '  into  Ave  parts  and  make  a  separata 
lesson  of  each  part. 


Phonetic  Spelling. 

In  spellini;  words  in  shorthand,  all  "silent"  letters  are  omitted  and 
words  are  spelled  by  SOUND.  For  example, 'A/i/ is  spelled  iln,  /..//  ia 
kr,  knee  is  nr,  lake  is  l>ik  and  yxij/f'^s  /«//'.  Words  like  hut,  lien  {/vl,  m,, 
»ii,  etc.,  which  contain  no  silent  letters,  are  spelled  the  B%me  in  short- 
hand as  in  longhand. 


How  to  Study  Shorthand. 

The  Btudttnt  who  would  excel  in  ahorthand  must  let  study  and 
practice  go  hand  in  hand.  Study  amounts  to  very  little  unless  followed 
by  faithful,  intelligent  practice.  Never  allow  yourse'f  to  simply  "make 
marks",  with  no  thought  as  to  their  meaning,  but  think  as  you  vtrita 
and  write  as  you  think.  And  above  all,  NEVER  LET  ANY  OTHER 
STUDENT  DO  YOUR  THINKING  FOR  YOU.  Remember  that  as 
we  can  become  strong  physically  only  by  taking  physical  exercise,  bo  we 
can  only  become  mentally  strong  by  exercising  our  own  brains.  Read 
every  word  in  the  shortha.id  plates  without  help,  if  possible,  and  when 
you  do  need  help,  as  every  student   does  at  times,  consult  the  teacher. 


Mack  Shorthand  is  protected  by  copyright  both  in  the  Dominion  of 
Canada  and  in  the  United  States  of  America. 
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LESSON  ONE. 


N        X     • 


T  D  K  G  N  M        H 

Names  of  Consonants. 

Each  shorthand  character  above  has  the  same  name  as  the  longhand 
below  it,  except  that  G  is  pronounced  GAY,  being  the  hard  sound  of  G 
heard  in  y(if<\  (jnin,  etc. 

Copy  the  shorthand  signs  in  your  note  book  a  sufficient  number  of 
mlSfSri?  ^*  *'''®'"  '"  ^^^  memory.  Do  not  write  the  longhand,  but 
THINK  the  name  of  each  shorthand  character  as  you  make  it.  T  and 
D  are  made  UPWARD,  K  and  G  FORWARD.  N  and  M  DOWN- 
WARD. In  phonetic  spelling,  H  is  always  followed  by  a  vowel,  and  is 
represented  by  a  DOT  placed  ABOVE  the  vowel,  much  as  you  would 
dot  an  i  in  longhand 


.o.. 


.9.. 

E 


U 


When  you  have  learned  the  consonants,  make  a  page  of  the  vowels 
A,E,OandU.  The  vowelU  has  the  sound  of  00  in  the  word  food 
All  the  others  are  pronounced  as  in  longhand.  Study  size  and  shape  of 
each  and  try  to  imitate  the  copy. 


Forming  Words. 

In  copying  the  following  words,  first   write  the  shorthand  outline, 
then  write  the  longhand  after  it,  thus  : 


*  ^yCe^-eiy  ,-— "^t^ 


7- 


-e-t*--/' 


O'^^et.-tC^ti^  .^^  -..^/fel-^^^,  £^^ 


When  you  have  written  the  exercise  through  in  this  way  present 
your  work  to  the  teacher  for  inspection.  The  work  will  be  returned  to 
you  with  all  errors  marked  in  red  ink.  When  the  work  is  returned, 
first  note  corrections  carefully,  after  which  write  each  word  several 
times  in  shorflutnd  only. 

As  SPEED  is  the  object  of  shorthand,  care  should  be  taken  in  writing 
a  word  to  use  as  few  motions  of  the  pen  as  possible.  Skill  and  judg- 
ment in  this,  as  in  any  other  art,  can  only  be  acquired  by  study  and 
practice.  Study  the  shorthand  copy  and  note  that  whenever  the 
vowel  A  or  E  occurs  between  two  consonants  which  join  with  an 
ANGLE,  the  circle  is  turned  on  the  OUTSIDE  of  the  angle.  Notice 
also  that  the  vowels  O  and  U  are  sometimes  turned  slightly  on  ONE 
SIDE  to  avoid  an  extra  motion  of  the  pen. 

CAPITAL  letters  are  never  used  in  shorthand,  but  proper  nouns 
are  indicated  by  two  short  marks  below  the  word. 


^. 


p-     9 — 
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Read  and  Copy. 


-_S^         O^ 


^ 


-^ 


V-     V 


O^ 


>^ 


/^ 


Word-Signs  and  Phrases. 


One  of  the  oldest  methods  of  increasing  speed  in  writing  is  to  use 
abbreviations  or  word-signs  for  all  words  of  frequent  occurrence.  In 
some  of  the  older  shorthand  systems  these  abbreviations  are  so  nu- 
merous and  so  arbitrarily  formed  that  it  required  years  of  study  and 
constant  practice  to  retain  them  in  the  memory. 

In  the  more  modern  systems,  however,  we  find  comparatively  few 
word-signs  which  would  burden  the  memory  for  any  length  of  time,  the 
idea  being  to  make  use  of  what  has  already  been  learned  in  longhand. 
For  example,  such  abbreviations  as  Mr.,  Mrs,  Sask.,  C.  O.  D.,  O.  K.,  F. 
O.  B.,  bu.,  bal.,  the  days  of  the  week,  months  of  the  year  and  other 
words  and  phrases  of  frequent  occurrence  in  business  correspondence, 
are  written  the  same  in  MACK  SHORTHAND  as  ir  longhand,  the 
shorthand  alphabet  simply  taking  the  place  of  the  longhand  forms  and 
the  periods  being  omitted. 

There  are,  however,  a  few  little  words  like  those  given  in  the  list 
below  which  may  at  first  appear  difficult,  as  no  longhand  abbreviations 
have  been  learned  for  them.  Such  words  are  always  abbreviated  in 
shorthand,  and  must  be  committed  to  memory  by  the  student. 

When  a  shorthand  character  stands  for  more  than  one  word,  the 
ro«/f.i7  (other  words  in  the  sentence)  will  make  clear  which  word  was 
intended,  just  as  it  does  in  longhand  with  such  abbreviations  as  Dr. 
(doctor  or  debtor),  S.  S.  (Sabbath  School  or  Steamship,  #  (number  or 
pounds). 

The  sign  for  THE  is  TH  in  our  shorthand  alphabet  (third  lesson). 
This  character  is  always  made  UPWARD.  THE  may  be  joined  to 
other  words  as  in  column  three,  below  ;  the  object  being  to  further  in- 
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crease  speed.    Joining  words  in  this  way  is  called  PHRASING.      THE 
is  never  joined  initially. 

Learning  Word-Signs. 

A  good  way  to  learn  word-signs  is  to  first  write  each  sign  ten  or 
twelve  times,  thinking  the  word  or  words  it  stands  for  each  time  you 
write  it.  As  you  write  T,  think  at,  it,  at,  it,  at,  it,  etc.  As  you  write 
K,  think  can,  can,  can,  can,  etc.  Having  written  a  line  or  so  of  each 
sign  in  this  way,  cover  up  the  longhand  with  a  slip  of  paper  and  try  to 
read  the  shorthand  signs,  removing  the  paper  now  and  then  to  test,  the 
accuracy  of  your  work.  A  half  hour  of  this  kind  of  study  should  be 
sufficient  to  enable  you  to  read  the  following  sentences. 

....< at,  it  ■  "• of  ...v:....  in  the 


A. 


1' 


dear 


you 


%r.. 


on  the 


can  -." IS 

go,  good  C. ...  I 


N...  in 

\...  am,  them 
..<:....  the 


^_ at  the 

/r'      to  the 


..? a,  an 

.Yr.  ..  period 


.xc...  ? 

Bead  and  Copy. 


...</::....  of  the 

,  _f: can  the 

...f^..    take  the 


1 


1^ 


s^        -^ 


^^ 


cy^  r-    — 


^-xD 


/ 


^^ 


Vf 


i. 


y 


X 
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A. 


1' 


LESSON  TWO. 


Jj..jj....ll 


CH 


The  consonants  in  this  lesson  are  distinguished  by  variation  both 
in  length  and  thickness.  All  are  made  DOWNWARD,  and  are  there- 
fore more  nearly  vertical  than  upward  lines.  Make  a  page  of  these  in 
your  note  book,  thinking  the  name  of  each  as  you  make  it.  CH  is 
called  CHAY. 


When  attached  to  curved  consonants,  the  circle  vowels  are  written 
on  the  INSIDE  of  the  curve,  except  where  two  consonants  join  with  an 
angle. 

INC.— A  DOT  placed  at  the  end  of  a  word  adds  ING.  This  ap- 
plies to  word -signs  the  same  as  to  other  words. 

ED. — ED  (past  tense)  is  expressed  by  T,  disjoined. 


Long  Vowels  Indicated. 

The   short  dash   below  the  vowel  in  the  words  choke,  pay,  etc., 
simply  marks  the  long  sound  of  the  vowel- 


Read  and  Copy. 


i 


>       /        ^5 

A        r 

/  y  / 

V 

C              (^          c/ 

;-    ^ 

^      -^.         9- 

-^     U 

L 


J-     U 


-.    I    L 
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Vowel  Sounds. 

inJr"''""!*'?''!',""^*""''  ^°*^'  ''•"  *»>'««  ^""nds,  known  as  the 
LONG  sound,  the  MEDIUM  sound  and  the  SHORT  sound. 

The  sounds  of  A  are  heard  in  PAY  PA  BACK. 
The  sounds  of  E  are  heard  in  WE  MET  DICK. 
The  sounds  of  0  are  heard  in  GO  CALL  TOT. 
The  sounds  of  U  are  heard  in  DO  LOOK  UP. 


Words-Signs  and  Unvocallzed  Forms. 

In  column  two  we  give  a  list  of  words  which  may  be  written   with- 
-out  vowels  ;  these  are  called  UNVOCALIZED  forms. 


which,  change  ■•^-    check 

^    .     V 

"book 

.Wr.  beg 
..i<....but 


/  -  large 

■■■(-.  put 

'  -be,  by, 

/-..for 

/..  before 

-.y....have 
— .'..  hope 


been 


....V...  not 
...Z.... teach 


paid 
.-\....much 


to  you 

■■■'^ of  you 

.-.* for  you 

-^  ...  lam 

y. I  have 

...y......  I  have  been 

0 

■  .<f- hav  not 


.^.. 


it 


After  committing  to  memory  the  above  word-signs  and  phrases 
Tcad  and  copy  the  following  sentences  and  have  your  work  examined  by 
the  teacher. 


1. 

2. 
3. 
4. 
6. 
6. 
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Write  In  Staorthaad. 

me,  knee,  know,  hack,  heat,  hen,  egg,  oak,  ode,  oat. 
cake,  date,  dot,  net,  mat,  cat,  make,  mode,  dog,  dug. 
hum,  home,  game,  doom,  ache,  meadow,  dough,  motto, 
cheek,  gem.  Jack,  fan,  chain,  chap,  bat,  Eva,  vague, 
jam,  foam,  page,  fame,  cave,  mock,  catch,  jet,  magic, 
chafe,  coffee,  hockey,  moon,  chief,  jacket,  Fannie. 


^    c 


V^ 


Readlna  Ezerdse. 

(      L   ^    / 


V^    ^ 


c?     r 


^  ^^ 


(  .    ^    C-'  )-    C 


/    V    I 


,-v 


^ 


I 


^   J 


1. 
2. 
3. 
4. 
6. 
6. 
7. 
8. 
0. 


Write  In  Shorthand. 

It  is  an  odd  net. 

The  cook  is  at  the  dock. 

Can  you  get  me  a  can  of  cocoa  ? 

Meda  had  a  headache  at  noon. 

Dan  can  mow  the  meadow  in  a  day. 

Can  you  go  to  get  the  hat? 

Do  you  know  who  took  the  gun  ? 

Ned  can  aid  you  to  get  to  the  hack. 

Do  you  need  a  key  to  get  the  cake  ? 


10.  May  took  the  dough  home  to  cook  it. 
th«  teJche?."  **"*  ^°^^  ""  *'*''  ""^^  '^  completed  have  it   examined    by 


10 
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LESSON  THREE. 


y 


./::. 


I.R 


TH 


THR 


ST 


STR 


The  consonants  in  this  lesson  are  made  with  a  forward  motion  the 
first  four  UPWARD,  the  last  two  DOWNWARD.  E^ch  L^NG 
character  is  the  corresponding  SHORT  one,  plus  R.  Each  consonant 
m  the  shorthand  alphabet  has  but  ONE  name,  or  sound,  even  though  it 
may  represent  several  longhand  letters.  Call  these  L  LUR  ITH 
THUR,  STEE.  STUR.  '  '        "' 


Vowel  Marks. 

mayl'  inratd^slollows"  ''"'  ^^'='  ^°"^'  """^  ''''''  '"""'^^^ 


These 


^     Q    ^        J-      I    J- 


A  DASH  placed  below  a  vowel  marks  the  LONG  sound  a  RRPvir 
U  «Iwf„*^  MEDIUM  sound,  and  a  DOT  marks  the  SHORT  sou?d  \^ 
IS  seldom  necessary  m  sentences  to  use  these  marks  the  olan  folIowpH 
being  to  mark  the  LONG  sound,  where  necessaVy  and  tS  leave^he 
sounds'!!? P«'l-    ^'  '^  however  important  that  the  studen?  lelrn  thi 

Read  and  Copy. 


^ 


O  l^      ^ 


y 


/^ 


y- 
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Word-Signs  and  Phrases. 

The  abbreviations  in  column  two  are  formed  by  omitting  the  sound 
of  W,  and  writing  the  rest  of  the  word. 


...  all 


«<^...what 


.would 

-'^ one 

./f'.  ...with 
..i!?.... within 
. ..S....  when 

•  ¥ was 

.o  ..  were 

<r-fe..  work 
Write  in  Shorthand. 


..  ^... thing, think 
.  VT...  anything 

■  VT  ..nothing 
../  ..  if  you 
..4r-..     if  you  can 

'^      if  you  think 

2* if  it  is 

^         if  there  is 
'=^     if  I  am 


I  have  been  up  to  get  the  check. 
The  last  boat  got  astray  in  the  fog. 
Have  you  coal  enough  to  last  all  day  ? 
The  list  is  in  the  letter  at  the  store. 
Lester  Cook  is  learninp:  to  play  hockey, 
I  hope  you  can  get  a  collar  for  the  dog. 
Get  a  hod  of  coal  if  you  think  of  it. 
Which  of  you  put  the  strap  on  the  gate  ? 
Take  a  check  to  pay  the  bill  at  the  store. 
Ella  took  the  black  cape  to  the  tailor. 

11.  Get  Lester  to  take  all  the  straw  to  the  stable. 

12.  Do  let  Foster  go  to  the  hockey  match  if  you  can. 

13.  They  are  all  going  up  there  later  in  the  day. 

14.  If  there  is  going  to  be  a  game  I  am  going  too. 

When  you  have  written  the  above  sentences  and  had  your  work 
approved  by  the  teacher,  practice  each  sentence  until  you  '•an  write  it 
at  fifty  words  a  minute,  then  try  the  entire  exercise  at  the  same  rate  of 
speed. 


8. 
9. 
10 
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LESSON  FOUR. 


■^ / ^ vr< r-r.....<r         A  N 

S  SH        R  W  X  Y  Z  NC; 

This  lesson  prrsents  the  last  of  the  consonants  S  SH  Z  anH  Ki"; 
are  made  DOWI^WARD  ;  Y  is  made  UPWARD. 

S  being  a  very  common  letter,  two  forms  are  provided  for  it.  The 
form  given  in  the  alphabet  m  used  where  S  is  the  only  consonant  in  a 
^^^!r>  •,"'  *"*"  ^"'"^'^  ^°  °^'?,"  consonants  the  S  may  be  curved  to  the 
LEFT  If  more  convenient,  as  illustrated  in  lines  1,  2  and  3. 

SH,  the  sound  heard  in  jUh,  ronh,  hI,,;  m/„^,  etc.,  is  like  CH  (lesson 
two),  but  18  much  shorter. 

R  and  W  are  reverse  curves— keep  them  very  short. 

y  always  has  the  SOUND  of  KS,  and  in  our  shorthand  alphabet  no 
other  sign  need  be  learned  for  this  letter. 

Y  is  little  used  in  phonetic  spp  ling,  the  Y  being  ;  ilent  in  f/a i/,  «»«. 
they  and  similar  words,  and  the  diphthong  01  taking  the  place'of  OY 
in  toy,bo}f,joy,  etc. 

Z  usually  has  the  sound  of  S,  and  in  shorthant^  is  generally  repre- 
sented by  that  letter.  Where  distinction  is  necessary,  a  cros«-line  is 
used,  as  shown  in  the  alphabet. 

.»  .^Pi  *x?  ^?"r*l,  ''*."** '"  '""»• """». ''""«/"'.  Ktre„„tli,  etc.,  is  repre- 
sented by  N,  shaded  where  necessary. 


■cad  aad  Copjr. 

-  S 


y 


/^ 


J 
/" 


J 


^ 


6^ 


-H6 


^     t      t 


% 


-t^ 


(,    ^ 


V.JP 


^  ^  ^. 


'-Q 


y 


^ 


^      ^       ^ 


s^       ^ 


\ 
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Th«  "H  Position". 

Short  words  beginnhg  with  the  sound  of  H  may  be  written  In  the 
position  of  the  H  dot  (above  the  line);  the  H  being  suggested  by  the 
position.  ' 


■'  ■  ■  shall,  ship 


shipped 
are,  your 
well,  will 
sure 
sorry 

•wish 

.  wire,  we  are 


J 


-■■■  ask 

'    cause 
..soon,  son 
some 
business 
■^     this 
■^  ■  those 
■O^   that 
^  .  long 

Wru  la  ShorUMBd. 


(P 


he,  his 
.who 
■  how 

high 

has 

here 


O 


herein 
herewith 
he  is 


1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

11. 

12. 

13. 

14. 

15. 


He  is  going  to  pay  for  the  wood  by  check. 
I  am  sorry  to  letrn  that  you  are  going  away. 
Ask  Sara  to  see  that  all  the  goods  are  ready 
Paul  caught  the  rogue  who  took  the  skates. 
We  will  be  back  before  you  leave  for  the  West. 
It  is  not  easy  to  ship  those  goods  that  way. 
We  will  not  put  the  yellow  wreath  in  the  box. 
Ask  the  sailor  to  sing  the  other  song  for  us. 
We  hope  to  have  a  good  business  before  long. 
Ask  Joe  if  he  can  ship  all  the  eggs  in  this  case. 
When  do  you  plan  to  leave  the  city  for  the  East  ? 
Wfc  will  wire  you  as  soon  as  we  are  reacJy  to  go. 
We  were  too  late  to  see  any  of  the  people. 
In  their  hurry  they  forgot  the  key  to  the  f  .fe. 
There  will  be  room  for  aU  who  wish  to  go. 
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MACK  SHORTHAND 
LESSON  FIVE. 
Diphthongs. 


.<? 


ow 


KU 


OI 


This  lesson  completes  the  shorthand  alphabet :  Practice  as  in  pre- 
vious lessons.    The  sounds  of  the  diphthongs  are  heard  in  the  words 

"BUY  OUR  NEW  TOY" 

As  the  sound  of  I  is  so  much  like  A,  the  I  dot  may  often  be  omitttd 
without  endangering  legibility. 

When  I  occurs  between  two  consonants  which  join  with  an  angle 
the  I  is  generally  omitted.  The  I  dot  may  be  plp.ced  just  outside  of  the 
angle  if  greater  legibility  is  desired  ;  but  as  vowels  are  not  usually  omit- 
ted medially  the  outline  is  perfectly  legibl  without  the  dot.  See  illus- 
tration below. 

OW  is  made  like  a  longhand  O.  the  finishing  line  cutting  into  the  cen- 
ter. Thischaractermay  be  made  with  either  DIRECT  or  REVERSE 
motion,  as  most  convenient.  Both  OW  and  I  are  written  on  the 
INSIDE  of  curved  consonants  and  outside  of  angles. 

EU  is  a  combination  of  the  vowels  E  and  U. 

01  is  a  combination  of  the  vowels  O  and  E. 


c 


^ 


r 


'-0 


Read  and  Copy. 

^         ^       jr 


^      2 


^^    -^     4 


-f       r^     ^    -.^-^    i^    0    "^^-^ 


MA(    <  SHORTHAND 


IS 


Si«    al  PliraMs. 

word^sareSted!'''''"  ''  ""'    '"  ""ich  .ome  of  the  word,  or  p«rt.  o( 

,:,Jr!l^ i.*''°n'^  '^^  '"  omitted  in  --./ 1„  m,,,.  /,,■„  /„  ,„l,h,:  h^,,  t„  »U,h;  in 

The  VOWEL  in  the  word  TO  h    .mitted  in  ^. /.,,/»;«,//,/„  «/m>. /„  ,/„, 

The  word  OR  is  omitted  in  m,,  ,„■  hvn,  lin,„r  llure,  etc. 

fl„„^I^^r?^7'*'""'*J'''*"   '°'   DOLLARS  in   DO,   written  AFTER  the 
hSmI^  ^P?"""  »"'1  ?«"'«««  w"'*«n  much  the  8ume  a"  in  longhand 


The  sign  for 
Such   phrasf.s 
are  so  common  in 
fchortest  outlines  p 

Study  and   p' 
business  letters  ^ 


^  and  D  »'     m>ei>  to  form  a  curve. 

' I  . .'  '"  ^'' ■      '  *'°"'"  '*""■•  ^'o""  truly,  etc., 
a  letters  that  i    ^y  murt  be  represented  by  the 

»ese       «.(•;«!  ,     -ases,  then  read  and  write  the 


:tf6i 


.i^^"  $4.00 


••/ 


thn  wet  I 
las I     «ek 
next  wo*! 
O.  K. 
F.  O.  B 


■:z^....Q.    O.    D. 

.<^..... Dear  Sir 


.Yours  truly 


{ 


to  be 


-ti.  pay 


y to  have 

'    •       to  do 
to-day 
.  two  or  three 

T— rp,    beg  to  say 
— ^-tv  heg  to  state 
'tT"     in  re.{ard  to  the 
in  reply 


-  ^.....in  reply  would  say 
C^:T^.^Sx\  reply  to  your  letter 


ravtnrti^m^-i^j'i-fr.^i 
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Oflle*  W«ffk. 

One  of  the  chief  uses  to  which  ihortnand  ii  put  i»  the  writing  of 
busineu  letters  from  dictution.  The  aventge  buitineiiii  man  dictates  hit 
letters  at  about  80  words  per  minute,  usualTv  dictating  from  five  to  ten 
letters  at  one  time.  The  stenographer  is  then  required  to  trjnscribe 
these  letters  on  the  typewriter  at  the  rate  of  about  twenty-flve  words 
per  minute,  and  is  expected  to  return  to  her  employer  a  typewritten 
copy  of  each  letter  dictated,  properly  arranged,  spelled  and  punctuated, 
and  needing  only  his  signature  to  be  complete  in  every  detail.  As  few 
punctuation  marks  are  used  in  shorthand,  th"  stenographer  is  expected 
to  supply  them  vhile  transcribing. 


BnslncM  Letters. 


X. 


.   ^ 


^  (P 


V' 


— V      ej'  t- 


J 


C^ 


Z 


^  ^ 


/O 


I 


^ 


Dear  Sir: 

We  have  your  letter  of  the  8th,  wi*"i  check  for  $2.90,  and  are  shipping 
you  to-day  the  collars,  cuffs  and  ti  and  hope  they  will  meet  your 
wishes.  The  other  goods  yoi  ask  for  are  not  in  stock  but  we  will  get 
them  for  you  and  ship  them  Thursday  of  this  week. 

Yours  truly,  ^        (60  words) 


Dear  Sir  : 

In  reply  to  your  letter  of  the  24th,  we  beg  to  state  that  the  goods 
you  ask  for  are  not  in  our  line,  and  we  shall,  therefore,  have  to  return 
your  check. 

We  are  in  th«  coal  and  wood  business,  and  when  you  need  anything 
in  our  line,  shall  be  pleased  to  serve  you. 

Yours  truly,  seo  wurd*) 


MACK  SUi)RTHANn 


I? 


LESSON  SIX 

Gcntral  Rcvtow. 

The  reading  and  >*ritinit  exi-r.iH^H  on  thiH  puRe  are  intended  bh  a 
general  review  of  the  alphabet.  When  .-ompleted  present  your  work  to 
the  teacher.  R.,d  .nd  Copy. 

-^ -Tfr^. Qy.    K '^-  X,         ^  "^     • 

-^  b i    ^^  -"'  -^  ^  'Y'- 

^i „-^ .^- ^- '^ -^ -^  ■  •^ 

■rff-^i ^ ^  '"'^ 

y e ^-^   ^- \         ^^     '-   -  ^ 

C le. ^ x^ r   ^    -f   -^ 

I       ^    .  i^       ^'       N^        /'        -'        ^ 

Write  In  Shorthand. 
(Insert  vowel  marks  where  necessary.) 

1  aid,  add,  meet,  met,  me,  gay.  lay,  aim,  had,  heed,  they. 

2.  make,   keg,  gate,   net,  gain,   meek,   chain,  tot,  egg,  read. 

3.  obey,    feel,    dot,   lake,   lack,   joke,    pocket,    woe,    toe,    up. 

4.  coke,  on,  own,  home,  roam,  rooms,  hoe,  leave,  lame,  hx. 

6.  seats,    poles,    axe,    box,    page,    wrong,    face,  sheep,  erase. 
6      shadow,  weak,  mode,  mood,  stock,  step,  mat,  mate,  peaks. 

7.  sash,    faith,    paying,    shave,    oats,    chief,  achieve,  lucky. 

8  hockey,  team,  elk,  took,  tuck,   motto,  back,  no,  lasting. 

9  gong,    blue,    place,    black,    bleak,    plague,    opal,    era,  far. 

10  blow,    gas.    gaze.    able,     reef,     fog.    food.  sack.    flag.    do. 

11  vow  row.  house,  mouse,  mouth,  ivy.  rise,  allow,  plows. 
12.  few.  feud.  mew.  hew,  youth,  boil,  soil,  joy.  Roy,  oils. 
13  Dick,    dike,     fill,     file,    city,    sight,     knit,     night,    tide. 

14.  omit.  Sara,  lady,  pity,    tickets,    happy,    people,    sowing. 

15.  laughing,  joking,  feeling,    owing,     plain,     appeal,     apple. 


18 


MACK  SHORTHAND 


Abbreviations. 


si^siists~3^«i 


f  about 

i     absent,  absence 
^'  accept -ance 
•  '^    answer 

'^^  arrange-ment 

advantage 
"^^  alphabet 
^      balance 
^    body 
^     bu-hel 
-o:    catalog 
-"    call,  Co. 
-^    could 
.^'  dollar -s 
^^  discount 
^*  down,  doubt 
/     follow 
cv     favor 

=^  familiar 

J_  ft.'Und 

-.—  give-n 
/ 


> 


general 
instant 
instance 


\  immediate-ly 
.../..just 

N3.  name 

N   number 
C'    oblige 
6^    please 
C.  I  pleasure 

^     Pound-s 

(    possible 
^T)    range 
r>    regard-ing 
-T —  regular 
--*    recent-Iy 

^   represent-ed 
>    return 
^    round 

^  satisfactory 
■<^    send 

r-   told 

^    then 

3     usual 
<=-^  value 
y    very 
.M   volume 


'«rlbrVl^^£S%%i^l^ 


r^_:^iC.::    _< 
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Rules  for  Phrasing. 

While  it  is  impossible  to  lay  down  definite  rules  that  will  govern  all 
possible  phrases,  the  following  hints  may  be  of  assistance. 

1. — Never  join  the  word  THE  initially. 

2. — Never  join  IN  finally,  nor  NOT  initially. 

3. — Join  the  word  US  wherever  possiblp,  and  always  finally. 

4. — Never  join  words  which  carry  the  hand  far  above  or  below  the 
base  line. 

5.— Never  phrase  any  words  unless  the  joining  is  easy. 

6. — Never  phrase  words  that  are  separated  by  any  mark  of  punctua- 
tion. 

7. — The  first  word  in  the  phrase  governs  the  position  of  the  outline. 
(The  pronoun  I  is  an  exception  to  this  rule,  the  I  taking  the  position  of 
the  word  to  which  it  is  attached.) 

8. — The  vowel  is  retained  in  the  word  TO,  in  phrasing,  wherever 
that  form  makes  a  tjetter  joining. 


Read  and  copy  the  following  phrases  : 

..)r ^  -/"  V  <-y:. '•-^ 

-J ^  -V ^ f -^ 


/ 


.^.. 


-f 


Q^ 


..-ff.. 


./f. 


.^. 


^. ^ 


.is. 


5> 


r 


.a. 


Write  In  Shorthand. 

1 .  We  all  saw  the  sun  set  and  the  moon  rise. 

2 .  Do  you  know  who  put  the  letter  in  the  box? 

3 .  Please  ship  the  following  as  soon  as  possible. 

4 .  They  told  him  to  go  before  it  was  too  late. 

5 .  About  what  number  do  you  think  will  be  there  ? 

6 .  Each  state  was  well  represented  at  the  fair. 

7 .  We  should  all  learn  the  alphabet  before  long. 

8 .  I  am  very  sorry  the  goods  are  not  satisfactory. 

9.  We  have  pleasure  in  sending  copy  of  our  catalog. 
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LESSON  SEVEN 

The  Lengthening  Principle. 

In  lesson  three  we  lengthened  L,  TH  and  ST  to  add  R.  Bv  making 
use  of  the  base  line,  the  consonants  in  lessons  one  and  two  may  also  be 
lengthened  to  add  R,  as  illustrated  below. 

In  reading  these  words,  blend  the  sound  of  R  with  each  lengthened 
consonant,  calling  them  PUR,  CHUR,  FUR.  TUR,  DUR,  MUR,  etc. 

In  words  like  teacher,  neighbor,  cover,  etc.,  the  first  part  of  the  word 
IS  written  above  the  line  to  allow  the  lengthened  consonant  to  be  writ- 
ten through  the  line. 

In  lengthening  T  and  D  we  start  below  the  base  line,  allowing  the 
usuallength  of  the  letter  to  extend  above  the  line. 

When  the  sound  of  TER  or  DER  is  preceded  by  some  other  conson- 
ant, it  is  usually  better  to  use  the  regular  T  and  R,  or  D  and  R,  as  in  line 

v  n.xfo"T"  °^  ^^^'^  ^^°  '^""•''  ^'^^^  "«  *  character  closely  resemb- 
Jing  THR,  but  experience  has  proven  that  no  confusion  can  arise  on  that 
account.     (Try  calling  this  THR  in  these  words  and  note  the  result.) 

K  lengthened  is  written  ABOVE  the  base  line,  and  is  made  three 
times  Its  usual  length,  to  prevent  a  possible  clash  with  G. 

The  first  word  in  line  one  is  pearl;  the  first  in  line  two  is  teacher;  the 
first  in  line  three  is  free;  the  first  in  line  four  is  matter. 

Read  aiiiiCopy. 


■6 ^ i; l    i ^■ 

■/ ^ ^ 9 ) 7 


o- — —        ^  (o 

7     {   } 


f  ift^r.iJRRWS.  ^^-W  IIWIIMI  illlil  i|m  illHIWi|ipii|  PIIMHIII|IIIIIMi|IHlliaMI»li  ■Mil ^11    III— II 
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The  abbreviation  for  the  word  principal  would  also  be  useH  fnr  tV,o 

word    prtnnple;  the  sign  for  prnctire  also  representsVr"c/<>-  th,  J^n  fnr 

course  also  stands  for  ronr^e.     This  rule  aoDlieV tn\n   .  1,^^'  i,     ^^     u"^ 

same  pronunciation,  regardless  of  tL  longhTnd Inellinlr  '    ^"'"^  '^' 

./.  charge  — 


/..from 

I  first 

/    particular 

..-./...  prove 

..£....  approve 

../'..  appreciate 

.    /    opportunity 

.../....express 

../...  port 

/     bring 

/      barrel 

.7     ever-y 

•  y^     several 
..V     average 

y     advertisement 


care 


or 


...\      nor 
V  lorth 
.^....direct 
...J...  govern-ment 


...  carry 



credit 

1 

-  correct 

*^  „ 

-  strict 

0 

...... — 

..  trade 

.^. 

.  draft 

,^ 

during 

.-" 

order 

<^ 

^-^ 

Mr.  more 

-^ 

Mrs. 

c/ 

practice 

./ 

principal 

■C 

premium 

\^ 

market 

important  ance 

? 

improve-ment 

±: 

after 

^- 

better 

A- 

charter 
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Read  and  Copy. 


/ 


(^ 


,y^ 


c 


../?.. 


■{■ 


-z J. C 


^ k^'- / 


7. 


/, 


^ 


^ 


1 

./rr.. 


^ r ' 

t ^  /  • 


I. 

2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 


Write  In  Shorthand. 

Pay  all  charges  and  bring  the  barrel  from  tho  market. 
Mrs.  Brown  will  take  care  of  Pearl  during  the  parade. 
The  frost  is  turning  the  leaves  red,  brown  and  yellow. 
Our  stock  of  canned  fruit  is  the  best  in  the  market. 
Mr.  Avery  sells  fresh  beef  at  very  low  rates  for  rash. 
Are  you  trying  each  and  every  day  to  improve  your  notes  ? 
Do  you  always  correct  errors  as  you  read  your  notes  ? 
There  are  several  good  reasons  why  you  should  do  so. 
You  will  do  much  better  after  you  have  had  more  practice. 


°^%e'are  sorry  to  learn  that  you  have  no  more  ^ay  at  the  price  you 
gave  us  last  fall,  but  if  you  can  sell  us  two  or  three  loads  at  $14.50,  we 
will  send  our  teams  down  this  week  and  get  It. 

Yours    truly,  (50    words.) 


Can  vou  direct  us  to  a  firm  dealing  in  gems?  I  have  a  pearl  which  is 
said  to  be  a  geri  of  rare  value,  and  I  would  like  to  have  ,t  tested  by  sonie 
one  who  woufd  know  what  it 'is  worth.  If  you  can  g.ve  me  the  name  of 
such  a  firm  the  favor  wiil  be  much  appreciated. 

Yours    /ery  truly,  (t'4  woras) 


^^If^ 


*PPP 


9«r 


■-■mms,'- 
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LESSON  EIGHT 

Lengthening  Vowels,  Etc. 

y'^^sfn.'!'nl7Z^^^^^^^  to  add  R.  as  in 

loop.''  Wh^ted  ^ZlZil'T'T  ''  '^"^"'""^  ''^  '•-'^  -'o  a 
for™  if  the  vowe,  is":  in  n  on'thT  RF;'FRSE°  'tZ  'I'  ''"''''^^' 
this  is  called  REVERSING  the  votef  Asfhe  A  IVi-'*''  -"sonant, 
usually  written  on  that  side  nfth!  .    ""'^  ^  ^""^^'^  ^""^  "ot 

will  su..est  the^dtd  Rt  tt  :Ter;i;ttZt°"H^'';  ^°^^' 

reason  we  advise  writing  th^  l«„l.I      T  ,         fattened.     For  this 

ALL  STRAIGHT  cSsONA^TSafar^Ht;^  'f'  "^"^^  ^"^«  "^ 
(See  lines  three  and  four,  •        '"  "Additional  aid  to  legibility. 


In  a  few  words,  L  is  lengthened  to  add  the  syllable  DPR 
always  read  AFTER  the  L.     (See  elder,  older,  etc.  HneS.f 

NG  lengthened  has  the  sound  of  INGER.     (Line  6.) 
Read  and  Copy. 

Z J J-, 


or  TER— 


^ K \ \ ->v. 


^ < 


1. 
2. 
3. 
4. 
5. 
6. 
7. 


Write  In  Shorthand. 


n  this  c.t>,  in  this  case,  hear  from  you.  that  you  can 
that  you  have,  that  we  will,  that  would  be,  this  is  nJi. 


I 


■*.«       ■J^:V^  'i---    .     dtl. 
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Compound  Words. 


BtoodXr  the  student  has  had  lessons  n.ne  and  ten. 


/'"^  therewith 
^  ^  thercon 
(^^    thereto 
/"T^     thereat 
/  (   thereby 
f  ^    therefore 
/' C    thereupon 
^  "♦     always 
_  t      also 
^-~    although 
,.\^    almost 
^_^-^  already 
^^— '    altogether 
xc    anyway 
^     anyone 
T      everything 
)      everywhere 

everybody 
anybody 

nobody 


t 


J       however 
"4      whatever 

whoever 

whatsoever 

whosoever 

disregaid 

discharf^ 
forthwith 
wherewith 
whereupon 
V^      story 
V^     storehouse 
V         storage 
V^     something 
.  JS-v    someone 
.  "^     somehow 

i^ hardware 

J^'J^..-  throughout 
/L^    became,  become 
/ beforehand 


-—7=^ 
U 


r«::3tKUHQ'Wlvy*^#ikW~r  9«^r»^;^UBKM<M£'MiWe«iUKS.^«'-S':^ 
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2S 


Write  In  Shorthand. 

Dear  Sir  : 

Bee  to  advise  that  the  f-hoes  shipped  us  on  the  14th  were  not  JUst  up 
to  sample,  and  we  must,  therefore,  ask  that  you  either  make  us  better 
rates  on  the.e  or  -.How  us  to  return  ^\^^^l^Xv\y,  (42  words) 


Dear  Sir  * 

Your  favor  of  the  15th.  with  samples  of  Dry  Proofing  Paper,  is  be- 
fore me  I  have  used  the  sample  and  wish  to  put  in  a  stock  of  same 
Please  express  two  reams  25x40  Dry  Proofing  paper,  as  per  sample,  and 

°''''2''-  Yours  truly.  (50  words) 


Dear  Sir :  .  ,     ,        •       / 1.    j 

In  reply  to  your  letter  of  the  9th.  in  whirh  you  ask  the  prire  of  hard 
foal  F  OB.  Moose  Jaw,  will  say  that  we  can  make  you  a  price  of  $.^.80 
a  ton  in  car  load  lots,  and  can  ship  on  three  days  notice. 

Hoping  to  have  at  least  a  share  of^-uMrade^  we  are,  ^^^  ^^^^^^ 


Dear  Sir:  .    ,  ,  .... 

We  have  your  order  of  the  7th  and  have  tried  everywhere  in  this 
city  to  get  the  grade  of  paper  you  ask  for,  but  have  not  been  able  to  do 
so  We  know  a  firm  in  Chicago  that  may  carry  this  grade,  and  if  they  do 
we  will  ask  them  to  ship  you  direct.  .  .  •  v.        »-..  ^ 

The  other  goods  we  have  shipped  by  express  today,  which  we  trust 

will  be  satisfactory.  Yours  sincerely,  (75  words) 


Dear  Sir:  ,  ,  ,  .    ^ 

We  have  your  fa\  uc  of  the  24th.  and  in  reply  woiild  say  that  we  can 
sell  you  the  bo^t  you  looked  at  last  week  for  $19.50.  This  is  not  the  best 
boat  for  your  work,  but  if  you  are  willing  to  pay  about  $30,  we  can  get 
you  a  good  sail  boat  that  will  meet  your  needs  in  every  way.  You  can 
see  the  boat  any  day  this  week.  ^^^^^  ^^^^  ^^^^^^  ^^^  ^.^^^^^ 


Dcsr  Sir* 

In  reply  to  your  letter  of  the  5th,  with  draft  at  three  days  for  $270, 
will  say  that  the  store  will  not  be  ready  for  three  weeks  or  more,  but 
we  wm  accept  the  draft  if  you  will  agree  to  pay  the  storage  charges  «„ 
the  CTOceri»«  We  will  pay  the  freight  and  other  charges.  If  there  is 
any  further  delay  you  will  he»r  from  us  on  Thursday  morning. 

Trust  this  is  satisfactory.  ^^^^^  ^^^  ^^^j^_  ^^^  ^.^^^^^^ 


r^- 


'?T*'?r'2?'"^''^8*' 


rr-^iii^r'- mi 
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LESSON  NINE 
Blended  Consonants. 

BLEND  "  ?hl?"'""'"''V'"'!)  *''*'°"'  ""  """f'*'  '^'  ""'""  «  called  a 
?OR?Ei)      i  NATURa",   m'V  '"'"'^'  '""""  •""  NATURAL  and 

naturally  a  FO RC F n  M  5  "**  '"  ""'  '"  "^'^'^  '^"^  -"sonants  blend 
naturally  a  FORCED  blend  is  one  in  which  the  form  of  one  or  both 
consonants  IS  changed  slightly  to  form  the  blend.  No  word  better  1- 
lus  rates  the  two  kinds  of  blends  than  the  word  BLEND  UselfTie 
first  '*" /-onsonants  in  the  word  bl.nd  naturally,  while  the  last  two  are 
forced  to  blend :  the  object  being  to  further  increa^;  speed. 

The  following  illustrations  should  make  this  clear  : 


sameTJngXs^No!  ''  '^"  '""''  ''"^"'  ^  ^^'  ""'*  '^'  ^T  blend  is  the 

of  ENTVRln'd^ENI)VR.""l*S:l '"  '''  '''  ''"^  ^'""^  "^  ''''  ^"""^^ 

used?o?tS^tle'i^s"TVan^d'!)¥^'?lUYf'  ^'  ^^^  '""^^^  '-^  ^^^ 
Tu    lJ'xT''??'^'1'^  blended  consonants    always     snell  bv     S YT  T  A  rt  ir 
bl5nd''i?c'a^Ped  TEM^fhe  N^'i^J.^  ^'t"^  is  called%EN?^h'^e^^M 
thesound  of  END      •         ^^  ^'^"'^  ^'^^  ''"'  '"""'^  °'  ^NT  and  ND  h^ 


Read  and  Copy. 


.^r. 


^ ^ A. 


-v^- 


^ 


-~^.. 
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Dayi.  Montlu.  Seasons.  Etc. 

As  most  of  the  days  and  months  are  abbreviated   as  in  lonijhand, 
they  are  both  easy  to  learn  and  easy  to  remember. 

..  .<^^  Sunday 
;>.      Monday 

^.     Tuesday 

Wednesday 
y^        Thursday 
Friday 
Saturday 
January 

February 

March 

April 

May 

June 

July 

, — r.     August 
^       September 

_,x      October 

November 


y     , 


December 


.. ./...        present  j-.  ^ 
J^        luture  £- 


1 


morning 


evening 
2         forenoon 
J—^     afternoon 

^.^-^"^     day  or  two 
v,^_,^      in  a  day  or  two 
)  from  time  to  time 

)£,^  ..from  day   to  day 
day  after  day 
week   after    week 
time  after  time 


..|_^.       _^       ^^ 


"ff 
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Writ*  in  Shorthand. 


1.  \Vh  '.lope  to  hfUT  from  you  Iroin  time  to  time. 

2.  Th«*  tt-nant  said  hf  would  come  a^ain  tomorrow. 
'i.  Thi' TimcM  will  make  un  extimateon  the- printitiK. 

4.  Mr.  Henderson  said  he  saw  the  printer  in  Toronto. 

5.  The  attendance  is  certain  to  increase  in  a  day  or  two. 

6.  Arthur  tacked  the  card  to  the  back  of  the  broken  coTt. 

7.  Thirty  days  hus  September.  April,  June  and  Novem'  "T. 

8.  Please  write  us  in  regard  to  the  mutter,  and  oblige. 

9.  I  have  written  the  deacon  about  ihe  Sunday  meeting. 
10.  Mr.  Bonter  will  leave  for  Chatham  tomorrow  morning. 

Dear  Sir: 

We  write  to  ask  what  you  can  do  about  your  note  We  have  d 
large  amount  to  make  up  before  the  first  of  January,  and  would  very 
much  appreciate  any  help  you  can  give  u«. 

Trusting  that  you  may  be  able  to  pay  us  something  on  the  note  be- 
fore the  above  date,  we  are, 

Yours  very  truly,  (59  words.) 

My  dear  Sir: 

In  reply  to  your  letter  of  'he  l«rh  I  send  you  another  copy  of  my 
first  letter.  Just  why  you  did  not  get  my  letter  of  the  4th  is  a  mystery 
to  me.  Please  give  me  particulars  of  the  case  as  soon  as  possible  and 
state  whether  you  can  pay  the  price  riamed. 

Yours  very  truly,  (GOwords.)- 

Dear  Sir: 

Your  favor  of  the  loth  inst.,  to  our  Mr.  Avery,  asking  for  rates  on 
printing  your  catalog,  is  before  us.  We  will  print  1000  catalogs  like  the 
sample  sent,  at  the  rate  of  $1.1.5  a  page,  and  we  will  agree  to  have  them 
ready  ten  days  from  the  day  we  have  all  the  copy.  This  price  is  for  one 
color  of  ink  only.  Should  you  wish  two  colors  used  on  the  cover,  the 
price  would  be  $1.80  more  for  the  thousand. 

Hoping  to  have  your  order,  we  ure. 

Yours  very  truly,  (100  words.) 


My  dear  Sir: 

We  have  your  letter  of  the  Slst  instant,  and  in  reply  would  say 
that  we  have  a  house  which  will  be  vacant  about  April  lOih,  and  we 
want  a  tenant  for  it.  You  can  see  the  house  any  time  tomorrow,  and  if 
you  find  it  suited  to  your  needs  you  L-un  huvc  it  for  $25  per  month.  The 
house  has  nine  rooms  and  bath,  is  heated  by  hot  air  and  lighted  by  gas. 
The  last  tenant  who  had  it  says  he  found  all  the  rooms  easy  to  heat. 

Hoping  you  will  find  time  to  look  at  the  house  tomorrow,  we  are, 

Yours  truly,  (110  words.) 
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LESSON  TEN 

BIcnda  Continued. 


^    ^  )       f 

^^^^"^kAk^^S^^^  ^^ai^^^^  -obtain  the.y,. 
S  form  a  n„tural  blend.  whi,:h  i.s  uUY^;  iCi'yL^W.';  (•S^sW/;^;''/ 

The  Wand'^RM  *?  ^^  *''''"«  the  S  upward     line  5 

KN,  VN.  FRN  and  VRN  are  blended  as  in  line  6. 
Read  and  Copy. 

-^ -f ^ ^  ..^ _^^ 

-'^^^^ ^ i- c ^ 

■^ c c I    r 

Q /2-  ^  ^  O 

f ^ f ^ C 

"^ ' ^ i e- 


-9 


...).. 
^ 


c 


V 


,.  '■"; 


L ^. 


Write  In  Shorthand. 

1.  pond,  owned,  defeat,  success,  defence,  divine.  H-' 

2.  active,  festive,  attentive,  certif,    -ectify.  defect: v. 

3.  serpent,  temple,  temper,  temp        ...bacon       ... 

4.  token  vacant,  again,  intimate,  depend,  bon,        .  uce 

5.  straightened,  academy,  harken.  totem,  bench,  ^o,  W.. 

6.  differences,  expenses,  basis,  fences,  successes,  carpenter 

7.  Brandon.  Saskatoon.  Prince  Albert,  Swift  Crrent,  Boston 
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In  the  special  phr«iM!iK-"I  am  in  receipt  of  y-  ir  favor,"  "W«  «r« 
in  ri-.eir.t  of  your  favor."  etc..  notice  ihm  we  omii  the  word.  "In  receipt 
of." 

The  words  "of  the"  may  nafely  Ix-  omitted  in  »uch  exprensions  at 
'■your  (avor  of  the  4th.  your  lett.-r  of  the  Hth.  head  of  the  firm,  day  of 
the  weelt,  end  of  the  line,  parti.-ularn  of  the  case.  etc.  etc..  the  omwMon 
being  denoted  by  writing  the  last  word  or  tigure    close  to  the  preceding 

word. 


-•> 


and. hand 
went 
want 
wonder 

-  stand 

-  time 
cannot 
come 


/     -^  between 

L beyond 

/  gentlemen 

'    ^-  difficult-y 

/y  difTer-ent-ence 

C  upon 

.     C  benefit 

(  special 

C  specialty 


^ 


says,  size 
necessary 


^ 


^/-- 


f, 


"^ 


I  do  not 

you  do  not 

we  do  not 

we  cannot 
I  do  not  see 
you  do  not  see 
we  do  not  see 
I  do  not  think 
you  do  not  thinlt 
we  do  not  think 
1  do  not  know 
you  do  not  know 
at  this  time 
at  that  time 

^    at  which  time 
by  this  mail 


^     necessity 


^r" — 6  by  return  mail 

I  am  in  receipt  of 

your  favor  of  the  4th 
We  are  in  receipt  of 

your  favor  of  the  9th 
I  am  in  receipt  of 

your  letter  of  the  2no 


:i. 
4. 
8. 
6. 


MACK  SHORTHAND 
Writ*  In  Shorthand. 


HI 


Dear  Sir 
Weh 


ThankiPK  yo"  for  the  orrr''''"*?  t'""-'*""*  '""''"V. 
need  of  more  of  these  KoodVwJV"''  ^"P'"«  '"  ''-"^  ^^"''1 


Very  truly  yours, 


■  Foster,  and 

you  when  in 

(50  words.) 


Dear  Madam: 
^aytK^i/CL'j.'^V^iJr^-r  "u'i^  received, 

"evera!  time«  a"b'out  the''na«en  '  "'  ''"  "^'^^ 

Vours  ver 


""-I  in  reply  beu  to 
'      iJnd. 

"pfi'ss  office  at 
.'•  'i\     as  written  us 

1^3  words.) 


Dear  Sir: 

"oping  to  receive  the  order,  we  are 

Yours  truly,  ,<.- 

'•  'svword.s., 

Dear  Madam: 

ro^l^i  r"^"«'  --in  thirb/iL"  '^'r'  -  -^^  what  you 

w3LSt:i,^^"  7i'/.^-;'o^'o;l-ch.?nd''^ore  s:^  -r  ^^e 

'''  Tnvl  '^.^*^^'"-     ■■"  '  "'  '""  ''^"'^'^  duringthe  day'lnd 

Anderso^n.'^?2Vk^o-/y',';^-  -"^«<1  -ay  be  obtained  from  Mr.  J,.mes 

Yours  very  truly,  ,88  words.) 


W.  i 
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•      -o  ,..,^rr^s  thp  sccond  100  words  and 
speed  or  10'  words  per  minute  is  reached. 


^ 


-6 


5 


/-' 


z^- 


y 


z 


J  -N 


V_ 


A 


"^ 


I        ^     Y     (• 


^-      -    ^' 


r   / 


/-^ 


"7 


V 
7 


X. 


X 


/(? 


^- 


y       -" 


/ 


/ 


r. 
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QU 


GU 


LESSON  ELEVEN. 

REN   REM    KL    GL 


7       1 


LT   LD 


QU.— The  letter  Q  is  always  followed  by  U,  in  English,  the  combin- 
ation producing  the  sound  of  QUA,  as  heard  in  quake,  quick,  queen, 
quire,  quality,  quantity,  etc. 

EQU.— When  the  vowels  E  or  A  precede  QU,  the  hook  need  not  be 
shown,  as  the  position  of  the  vowel  will  suggest  the  hook. 

GU.— The  sound  heard  in  Guelph,  is  very  little  used  in  English. 
The  sign  for  GU  is  made  slightly  heavier  than  QU.  Either  QU  or  GU 
(pronounced  QUA  or  GUA)  may  be  lengthened  to  add  R,  as  illustrated 
in  line  3. 

REM.— The  special  signs  provided  for  REN  and  REM  are  much 
more  rapid  than  the  regular  characters,  and  give  us  an  easy,  rapid  out- 
line for  such  words  as  renew,  rendition,  remit,  remedy.  Remington,  etc. 

LT.— When  the  letter  L  is  followed  by  T  or  D,  as  in  old,  kail,  hold, 
coll,  cold,  bold,  yield,  etc.,  the  T  and  D  are  represented  by  final  hooks, 
the  object  being  to  save  one  motion  of  the  pen.  Should  S  follow  either 
of  these  hooks,  the  S  is  made  upward  instead  of  downward. 

WARD. — The  sound  heard  in  upward,  downward,  backward,  for- 
ward, inward,  outward,  onward,  homeward,  leeward,  wayward,  Edward, 
Howard,  etc.,  is  represented  by  ths  D-HOOK  attached  to  W. 

Read  and  Copy. 


WARD  .  ...S^ ff<^. Sr?_5.  Q? ^^^^.....L?.         oA-^..  ..r^. 

The  L-Hook. 

A  small  initial  hook  is  attached  to  the  under  aide  of  K,  G,  T,  D,  CH- 
J,  SH  and  M  for  the  combinations  KL,  GL,  TL,  DL,  etc.  Where  it  is 
not  convenient  to  use  the  L-HOOK  initially  it  may  be  turned  on  the 
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opposite  side  of  the  consonant  and  used  finally,  as  illustrated  below. 
In  reading  these  words  do  not  forget  to  spell  BY  SOUND.  In  most 
cases  this  will  mean  spelling  BY  SYLLABLE;  as  E-GUL  (eagle),  LE- 
GUL  (legal),  ME-TUL  (metal),  DEL-A-WARE,  JEL-US-E,  etc. 

Read  and  Copy. 


TL 


DL 


«^ 


i^ 


<V -^ 


^       ^     N^ 


v' 


KL 


' -f  ' 


=; — T^ 


jy. 


./ /,       / / 


Figures. 

With  the  exception  of  a  few  phrases,  and  to  express  hundred.*,  thou- 
sands, millions,  etc.,  nothing  is  shorter  than  the  ordinary  Arabic  numer- 
als. As  each  figure  stands  alone,  legibility  is  of  first  importance,  but 
speed  will  follow  practice. 

N  above  the  line  equals  HUNDRED;  THOW  equals  THOUSAND; 
these  two  signs  are  joined  for  HUNDRED  THOUSAND;  ME  (revers- 
ed) equals  MILLION;  BL  equals  BILLION  ;  NDO  equals  HUNDRED 
DOLLARS. 

B  (by)  takes  the  place  of  x  in  dimensions;  PER  equals  ' , . 

A  COMMA  or  SEMICOLON  may  be  indicated  in  shorthand  by  a 
wide  space;  a  HYPHEN  or  DASH  by  x;  and  a  COLON  by  the  usual 
sign. 
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Abbrevlaflons. 


;... 

..  question 

L... 

...quote,  quite 

L... 

...quotation* 

L.. 

..  equal-Iy 

1.... 

..  acquaint-ance 

u.. 

quantity 

/.... 

..  quality 

/ 

equality 

/■- 

equivalent 

/ 

Esq. 

.<-.... 

close 

inclose 

V— » 

__  include 

:<:7..... 

...inclusive 

...?rrr:... 

...glad 

....j^.. settle-ment 

...jtf^. telegraph 

..  <r^ telephone 

..^.. delicate 

.<i.. delegate 


.40>.. 


diinquent 

children 

handle 

rememb-er 
remaind-er 

remark-ed 

renew-al 

..^TTS renoun-ce 

cTT^Ny^ remedy 

..<r!7Q> remind 


*SH  equals  TION.  The  sound  is  heard  in  caution,  auction,  mention, 
quotation,  edition,  addition,  education,  fashion,  passion,  ocean,  motion, 
notion,  vacation,  action,  traction,  instruction,  and  hundreds  of  other 
words.    (See  Supplement). 


/ 
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1. 
2. 

3. 

4. 

6. 

6. 

7. 

8. 

9. 
10. 
11. 
12. 


Write  In  Shorthand. 

We  enclose  quotation  on  Queen  Quality  shoes. 
Edward  will  forward  the  reward  to  the  children. 
It  is  quite  important  th  - 1  you  renew  without  delay. 
The  delicate  children  will  remain  with  the  ward. 
The  quality  -'nd  quantity  are  equally  important. 
The  local  telephone  service  is  quite  satisfactory. 
We  will  telegraph  the  delegate  and  settle  the  question. 
Remember  lo  include  telephone  charges  in  your  quotation. 
Mr.  Quirk  says  he  will  remit  the  remainder  to-morrow. 
The  delinquent  telephoned  that  he  would  settle  to-day. 
We  handle  quite  a  large  quantity,  and  enclose  quotation. 
Mr.  Clark  will  forward  the  glass  and  the  glue  by  express. 


Dear  Sir: 

We  are  .^orry  to  learn  that  the  sho.^s  shipped  you  on  the  21st  ultimo 
dia  not  please  you,  but  as  we  told  you  before,  we  are  always  willing  to 
take  back  any  goods  which  are  not  satisfactory. 

We  hope  you  will  give  us  another  call  late 

Respectfu-y,  (6o  words) 

Doar  Mr.  Smith: 

We  have  looked  up  the  matter  about  which  you  wrote  us  yesterday 
and  believe  we  can  secure  this  price  for  you  if  you  will  agree  to  take  50 
barrels  or  more,  but  we  fear  we  shall  not  be  able  to  do  so  on  the  small 
quantity  you  have  named.  We  think  it  will  pay  you  to  take  the  larger 
amount,  and  shall  hope  to  hear  from  you  soon,  stating  what  you  wish  us 
to  do  in  the  matter. 

Very  truly  yours,  (86  words) 

Dear  Sir: 

Your  favor  of  yesterday,  enclosing  check  ior  $15  is  received  and 
placed  to  the  credit  of  your  account. 

We  beg  to  remind  you  that  the  account  is  long  past  due,  and  we 
must  therefore  ask  for  a  furthe,-  remittance  by  return  mail. 

When  our  Mr.  Clark  called  on  you  last  month,  you  remarked  that 
you  would  settle  the  account  in  full  by  the  first  of  Januu 

We  plan  to  remodel  our  Queen  St.  building  about  the  middle  of 
June,  and  as  we  shall  require  a  large  amount  of  cash  at  that  time,  we 
hope  you  will  remember  your  promise  and  close  up  the  account  without 
delay. 

Yours  very  truly,  (113  words) 


""^^^^^m'gi^mew^atMi^mit- 
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LESSON  TWELVE. 

Omissions. 

As  spelling  by  SOUND  simply  means  spelling  words  as  we  hear  them 
in  pronounciation,  we  are  justified  in  omitting  from  the  shorthand  oiit- 
line  any  consonant  or  vowel  which  is  not  heard  in  pronounciation,  or 
which  is  not  essential  to  Icsjihility. 

Final  T  is  generally  omitted  after  K,  as  in  line  1.  T  is  also  omitted 
after  S  in  jiisl,  adjust,  mgget.t,  largexf,  etc. 

D  is  usually  omitted  in  the syllablt  AD,  as  in  line  2. 

Medial  O  is  often  omitted  ifthejoining  isbetter,  and  this  also  ap- 
plies to  the  0  in  the  diphthong  01.  The  latter  omission  may  be  deioted 
by  a  dash  above  E,  as  in  line  3. 

The  short  sound  of  U  is  omitted  medially,  as  in  line  4. 

I  and  01  are  often  omitted  medially,  as  in  line  5. 

E  is  sometimes  omitted  from  the  diphthong  EU.    —Line  6. 

The  medium  cr  short  sound  of  R  is  omitted  in  dibt,  did,  edit,  steady, 
deduct,  men,  mention,  minute,  etc.    — Lines  7  and  8. 

INITIAL  ond  FINAL  vowels  and  diphthongs  are  usually  very  im- 
portant to  legibility,  and  ara  seldom  omitted. 


Read  and  Copy. 
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Write  fn  Shorthand. 

1.  elect,  direct,  attract,  detect,  juat,  adjust,  largest. 

2.  clothing,  above,  copy,  destroy,  employ,  voice,  noisy. 

3.  arrive,  fire,  prior,  trial,  join,  adjoin;  due,  argue. 

4.  edit, audit,  men,  many,  mention,  steady,  did.  sermon 

Mtscellaneous  Abbreviations. 
•^ absolute-Iy 


accord 

annnunce-ment 

*^        automobile 

^ believe 

....«? bound 

'^^^-^ duplicate 

>■ — ^       indicate 
'^'^^ diploma 

■^ flour 

h faithful  ly 

...s^ financial 

— ^- gallon 

c?.....  grade 

■ -g-  -  ground 

. K^ indeed 

^- instead 

^        advise 


..A 


...o< advance 


ianruage 
method 
....  magazine 

memorandum 
manuf;  ?ture 
mile,  mind 
mutual 

newspaper 
■  natural 
peculiar 
publish- ic 
population 

..*-~- signature 

...."S singular 

^ establish- ment 

■^  sound,  south 

..r-  union 

.   I,  should 

>~J^  allow 


•7- 

....4.. 
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Write  In  Shorthand. 

1.  The  del)tor  will  not  pay  the  amount  to  the  auditor. 

2.  The  new  minister  mentioned  many  men  in  hissermon. 
3     I  believe  the  city  has  a  population  of  35,000  or  more. 

4.  Th?  public  should  have  a  duplicate  copy  for  refsrence. 

5.  The  language  of  tho  memorandum  is  indeed  peculiar. 

6.  The  union  should  allow  him  to  publish  the  magazine. 

7.  It  is  absolutely  necessary  that  we  have  the  signature. 
The  magazine  will  announce  the  price  of  the  automobile. 
The  illustration  will  indicate  the  grade  we  manufacture. 
Many  men  will  be  required  to  manufacture  the  machine. 
The  newspaper  explainod  the  peculiar  nature  of  the  charge. 
The  above  facts  indicate  that  the  system  is  a  success. 


8. 

9. 
10. 
11. 
12. 


Gentlemen: 

Kindly  mail  me  a  copy  of  your  latest  catalog,  stating  what  discounts 
you  allow  to  the  trade.  While  I  am  not  exactly  in  your  line  of  business, 
I  buy  and  sell  a  large  amount  of  hardware  in  the  course  of  the  year,  and 
shall  be  pleased  to  get  your  best  prices. 

Yours  respectfully,  (54  words) 

Gentlemen: 

Replying  to  your  favor  of  the  :J2nd,  we  will  fill  your  order  for  the 
No.  4  Railing,  4  ft.  6  front  by  30  inches  high,  with  10  x  12  cash  window 
in  centre,  and  one  square  return  end,  1*  x2.i  ft.  on  the  left  hand  side  as 
you  stand  outsida  the  c}unter,paint3i  gresn  and  tipped  with  bronze, 
for  the  sum  of  $4.25.  Or  the  same  thing  in  our  No.  5  railing  for  $5.50. 
We  have  sent  you  under  separate  cover  our  illustrated  catalogue. 

Yours  truly,  (100  words) 

Gentlemen: 

We  have  entered  your  order  for  engraving,  and  will  give  the  work 
our  immediate  attention.  We  have  credited  your  account  with  the  re- 
mittance, and  enclose  herewith  invoice  which  will  show  that  if  wa  apply 
the  last  payment  on  the  invoice  for  the  twelve  plates,  which  will  go 
forward  to-day,  there  is  still  a  balancedueonthat  item  of  $1.75,  and  on 
the  five  plates  which  we  received  to-day,  53c. 

We  anticipate  that  the  five  plates  will  be  ready  by  the  time  your 
remittance  reaches  us. 

With  thanks  for  your  order,  we  remain, 

Yours  faithfully,  (100  words) 
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LESSON  THIRTEEN. 

Joined  Prcf  lies. 

Many  long  words  may  be  written  in  very  briuf  form  by  ihc  use  of 
joined  and  disjointed  prefixed  and  affixes.  These  are  neither  difHiuit  'o 
learn  nor  difficult  to  remember. 

The  prefixes  DE,  DIS,  EX.  RE.  REL,  SU  and  SUB  are  all  formed 
by  simply  omitting  the  vowel.    See  linen  1,  2,  .1,  8,  9  and  10. 

The  word-sitrns  for  FOR.  IN  and  OR  serve  as  prefixes  in  words  con- 
taining these  sounds.  When  N  is  followed  by  F  or  V  the  "blended" 
form  of  N  is  used  for  a  better  joining. 

Thesign  for  TRAN  v.r  TRANS  ia  TR  blended  with  N. 


SU-B 


UN.  VL 


TRANS. 


/9- 


/^   ^ 
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Preflies  In  Abbreviations. 

The  following  list  will  illustrate  the  value  of  joined  prefixes  in  form- 
ing abvreviations.  Copy  the  outlines  several  times  and  try  to  use  them 
in  your  work.  Many  other  useful  abbreviations  may  be  formed  in  the 
same  way     by  writing  just  enough  of  the  word  to  suggeU  it. 

^ decide 

..^^ deposit 

....  r expect 

C except 

\. exception 

C-P        ex  plain- ation 

exccl-lent 

.    extra 
.  S^       extravagant 

■  Jrrrr, fortune 

../■^-T^ fortunate 

..Vr— r~^ intend 

■  ■■?:^ insure-ance 

■^  enthusiasm 

-  -^  inside 

..y../^.. .  individual 

■  < inform 

-C<.. influence 


-/? 

indefinite 

^^ 

indespenaable 

> 

impoasible 

.^-^ 

ordinary 

/ 

original 

^ 

out,  without 

yio 

outside 

9  . 

refer-ence 

receive 

•••■'Tf  ■ 

result 

■-7* 

reciprocate 

•■■'-&• 

reside 

■•■'^^ 

reason 

, ,    ) 

real 

^_^ 

real  estate 

J 

.  suflicient 

J 

.  suggest-ion 

i 

supposition 

^SWHP 
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MACK  SHORTHAND 


Write  In  Shorthand. 


1. 
2. 
8. 
S. 
6. 
7. 


Let  UB  know  if  you  decide  to  make  the  depoHit. 

We  expect  inside  real  estate  to  advance  rapidly. 

It  is  fortunate  that  you  intended  to  insure  the  estate. 

They  accepted  hii  original  suggestion  with  enthu-iaam. 

No  ordinary  referenc  can  explain  the  excellent  results. 

It  is  impossible  to  estimate  the  mfluence  of  the  press. 

8.  Individual  instruction  is  indispensable  to  success. 

9.  Indifference  was,  without  doubt,  the  cause  of  his  failure. 

10.  We  suggest  that  you  traasfer  the  injured  to  the  transport. 

11.  It  is  unnecessary  to  state,  the  suggestion  is  appreciated. 

12.  We  expect  to  require  large  extra  space  in  the  near  future. 

Dear  Sirs: 

In  regard  to  the  matter  mentioned  in  your  letter  of  the  18th  I  shall 
be  pleased  to  name  you  special  rates  on  lots  of  five  doien  boxes  "V  more 
I  do  not  care  to  give  rates  just  now,  but  I  will  do  so  as  soon  as  you  feel 
that  you  can  take  the  number  of  boxes  named. 

Trusting  this  will  be  satisfactory,  I  am 

Yours  very  truly;  (70  words) 

Dear  .Sir: 

We  have  your  valued  favor  of  the  18th  instant  d  replying  would 
say  that  the  price  we  made  you  on  blackboard  plai  $2  00  per  square 
yard,  was  for  the  3  ft.  width.  The  price  for  the  4  ft.  width  is  $2  25  per 
yard.  These  prices  are  F.  O.  B.  cars  at  the  Tactory.  You  would  there- 
fore  pay  express  charges  in  addition  to  the  cost  of  the  plate,  and  as  your 
school  ,8  a  private  school,  we  would,  under  the  rules  of  the  company 
have  to  ship  the  plate  C.  O.  D.  '»««"y. 

Very  truly,  (loo  words) 

Dear  Sir: 

Replying  to  your  letter  of  the  9th,  in  regard  to  a  shipment  of  25 
barrels  of  apples,  we  will  be  on  the  lookout  for  them,  and  when  they 
arrive  we  wil  put  them  on  the  market  and  see  that  you  get  a  fair  price 
or  them.  f  your  apples  are  high  grade  we  believe  they  will  bring 
their  full  value  m  th,s  market,  as  No.  2  apple,  are  selling  here  this  week 

a  baTrS  ''"**'""•   '"'^^°-  '''  brought  as  high  sLS 

Yours  truly,  (100  words) 


MACK  SHORTHAND 
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LESSON  FOURTEEN. 

Dlslolncd  Prcflxn. 

A  DOT  above  a  CONSONANT  e<|uali  CON  or  COM  (alio  CUM 
un<l  COd  in  H  very  few  word«i.  This  cannot  clash  with  the  H-Dot,  us 
H  is  always  followed  by  a  vowel. — See  conduct,  concern,  etc.,  line  1. 

Use  of  CON  Posltton. 

An  important  and  interestiriK  speed  device  is  the  use  we  make  of 
the  CON  POSITION,  as  Illustrated  in  line  2.  For  exam'  >.  K  written 
in  the  position  of  the  con  dot  equals  ECON;  UN  in  the  C\)N  position 
equals  UNCON ;    DIS  in  the  CON  position  equals  DISCON. 

Theother  disjoined  prefixes  aremude  so  plain  in  the  illustrations  as 
to  need  only  passing  mentim  ()\'KR  is  expreteed  by  O  written  over 
the  line;  UN  DP; R  is  written  under  the  line.  K  is  disjoined  for  CON- 
TRA or  Ct  LJNTER;     EL  is  disjoined   for   ELECTRO  or  ELECTRI. 

Read  and  Copy. 


COS.  (DM, 

CUM,  ('«)(; 


INCOM, 
ACCOM,  etc 


O^ 


^ 


^ 


l 


■I 


CONTRA, 
COUNTEK 


ELECTRO 


r 


^-  -J 


^ 


z 


-; 


-^ 


ENTER, 
INTER,  etc. 

MAUNI. 
Mc,  Mae 


^ 

V 


J 


\ 


V^ 


V 


\ 


J 


\ 


-V 


OVER 


?- 


PRO,  POST 

k 

^ 

PRE 

^ 

t 

SHORT 

/ 

SUPER 

J 

'J 

c 


^c^ 


0 


c 


N 


f 

e^-' 

^ 

< 

/   ^ 


UNDER 


^ 


>im»s# ' 
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Dropping  Terminations. 

When  the  hint  !<.vllublt'  ii.  a  lonu  word  is  suKKfHtccI  by  the  fIrHt,  it  i.s 
only  a  waste  of  time  to  write  it  For  example,  if  you  wrote  "his  con- 
spic  poyiiion  made  hiiii  uiicomfort,"  could  you  not  Hupply  the  miH.«inK 
syllables  in  readirR?  If  you  can,  then  you  can  xaftly  follow  this  plan  in 
writinu  such  words  In  Hhorthand.     Note  examples  in  column  one  below. 

The.spiMi;i!  phras(H  In  second  cdlumn  should  b.- 1  ImrnuKhly  mastered. 
as  they  are  very  useful  in  high  spoed  work. 

»rrr->  Dear  Madam 
--J     your  esteemed  favor 
■~»-     to  mo 
3     to  my 
~~*-..    to  mret 
~>     early  attention 
^^     immediate  attention 

>    careful  attention 
^      glad  to  see 
beg  to  remain 
.eKret  to  state 


cons|>icuous 

inconvenience 

_,r 

dissatiiified 

^K 

inexhaustible 

^S 

shortcomings 

-a 

supernatural 

;> 

superficial 

/ 

uninjured 

uncalled 

y 

.  unconditional 

i-. 

..  unfortunate 

?. , 

unexpected 

r 

uninhabited 

:-/:... 

.  uncontradicted 

.-^s.. 

.  unlimited 

.^Cp.. 

unexplained 

...  "> 

uninitiated 

_'!_ 

unprocurable 

,-^.. 

undiscovered 

/..-■ 

unparalleled 

^ 


«i    regret  to  advise 


-^ 


..Qri^-:. 

••■>• 
■■?■■• 


-  hand  in  hand 
over  and  over 

.  over  anci  over  again 

.  I  w!sl;  you  would 

,  on  till,  question 

.  in  H  position 
in  reference  to  the  case 
in  reference  to  the  matter 


MACK  SHORTHAND 
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1. 
2. 

:j. 

■1. 

5. 
fi. 

K. 
9. 


Write  In  Shorthand. 

I  wish  you  would  nee  him  in  reference  to  the  mutttT. 
Wf  reuret  to  state  tliut  the  old  book  is  out  of  print. 
Your  early  attention  will  very  much  ol)ligp,  Yours  truly. 
We  hope  Mr.  Mc(iuire  will  be  put  to  no  inconvenience. 
Someoay  thenuperintendent  in  hand  in  hand  with  the  Trudt. 
This  is  certainly  mo.st  unfortunate  and  ((uite  unexpected. 
Do  not  expect  the  teacher  to  supply  all  the  enthusiasm. 
We  cannot  re-arrange  the  relics  afttr  they  are  indexed. 
The  enterprise  continues  to  prosper,  notwithstanding  the  short- 
comings of  some  of  its  promoters. 

10.  We  understand  the  contract  for  the  electric  light  plant  has  been 
awarded  to  Mucltuyre&   .McKay. 

11.  We  are  glad  to  learn  that    Miss   McKenna   has  secured  a  good 
position  with  the  above  firm. 

12.  We  could  not  force  him  to  relent,  but  expressed  our  hearty  dis- 
approval of  the  uncalled  for  extravagance. 

Dear  Madam: 

Your  inquiry  of  the  21st,  to  our  Mr.  Mclver,  has  been  referred  to 
this  department.  In  reply  we  regret  to  state  that  we  cannot  send  you 
the  Queen  Quality  in  the  special  size  you  require,  but  we  shall  be  glad 
to  have  them  made  to  order  for  you  if  you  can  wait  a  few  days,  and  we 
will  hold  the  order  for  further  instructions. 

Yours  very  truly,  i70  wordsi 

Dear  Sir: 

We  have  y  jurs  of  the  5th,  with  check  for  ii!28,  as  stated.  In  looking 
up  the  account  we  find  no  credit  for  the  ('.  O.  D.  shipment  of  August 
4th.  With  the  exception  of  this  one  item  there  is  a  difference  of  18c  in 
your  favor.  We  have  placed  the  amount  to  your  credit  and  will  balance 
the  account  as  soon  as  the  C.  O.  D.  item  is  adjusted. 

Very  truly  yours,  (78  words) 

Dear  Sir: 

Our  Mr.  Benson  called  at  your  office  on  Thursday  last,  but  did  not 
find  you  in.  We  now  write  to  ask  what  you  can  do  about  your  note. 
We  have  a  large  amount  to  make  up  before  the  first  of  .\pril,  and  will 
very  much  appreciate  any  help  you  can  pive  us. 

Trusting  that  you  may  be  in  a  position  to  take  up  the  note  before 
the  above  date,  we  are, 

Yours  respectfully,  (75  words) 
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LESSON  FIFTEEN. 

Joined  Affixes. 

The  affixes  AGE,  ABLE  and  ICAL  are  formed  by  omitting  the 
vowels.  The  other  affixes  require  very,  little  explanation — F  equals 
FUL;  EequnlsLY;  A  equals  ILY  or  ALLY;  L  equals  LESS,  N  equals 
NESS,  M  equals  MENT,  NT  equals  NANT  or  NENT,  PO  equala 
POSE,  POTION  equals  POSITION,  S  equals  SELF  and  SS  equals 
SELVES. 

Read  and  Copy. 


AGE 

ABLE 

FUL 

ICAL          ,^            V,--^          '          '~         \               J,  ^_^^  ^ 

ICLE  *^ '^- j^- —  • "^^^  W^- 

^ z^ cr-^y^....:/^. yi  ...^  . 

.r>. .:^ ^_ 


IFY  / 

IFICATION    / 

LY,  ILY    .?rrr> Ct. i?^.. .S. 


LESS        ><~^ 
NESS         '^ 


MENT 
NENT 


Write  In  Shorthand. 

L  storage,  courage,  postage,  shortage,  payable,  curable. 

2.  needful,  careful,  powerful,  justify,  rectify,  fortify. 

3.  fortifications,  article,  clerical,  critisal,  certainly. 

4.  entirely,  early,  duly,  dally,  readily,  only,  thoroughly. 
6.  heartless,  dullness,  goodness,  hopelessness,  awfulness. 

6.  shipment,  statement,  consonant,  remnant,  expose,  repose. 

7.  exposition,  transpose,  supposition,  itself,  themselves. 
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Contractions. 

When  a  word  is  represented  in  shorthand  by  the  first  and  last 
syllables,  or  when  some  letter  or  syllable  is  omitted  from  the  bouy  of 
the  word,  it  is  called  a  contraction. 

The  words  given  below  will  suggest  many  others.  For  example, 
dentruelion,  will  suggest  instruelion  and  construction;  notification  wili 
suggest  modification.  The  contractions  for  railroad,  railway,  amount 
department  and  some  others  are  the  same  as  in  longhand. 


awaiting 

O™^ 

..^... 

amount 

.^... 

department 

4- 

.  bookkeeping 

^ 

acknowledge 

7 

college 

■4 

patronage 

¥■ 

literature 

2^ 

nevertheless 

>^- 

notwithstanding 

— iT" 

character 

..^.. 

railroad 

.--.p.. 

railway 

..\^. 

merchandise 

■/ 

specify 

-i 

specification 

■J 

qualify 

/I 

'notification 

.^~-^.. 

..manufacturer 

C^ 


speculation 


C^ 


speculator 
^ speculative 

relative 
/ objection 


i 


accommodation 

association 

appreciation 

publication 

information 


.2... 


^       satisfaction 

<^- satisfactorily 

..^rr-r:'....  recommendation 
subscription 
investigation 
■^'*^r-7..   regulation 
y^.Srr,..    destruction 
^^^^      reconstruction 

•^ authorization 

•  "^ organization 
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Write  In  Shorthand. 

1.  The  reconstruction  of  the  department  store  wae  a  source  of  sat- 
isfaction to  the  association. 

2.  We  are  under  no  obligation  to  publish  information  for  the  ac- 
commodition  of  speculators. 

3.  We  are  awaiting  instructions  fr  >m  the  railway  department 
relative  to  the  disposition  of  the  merchandise. 

4.  The  singular  method  used  by  the  auditor  was  out  of  harmony 
with  all  published  works  on  book-keeping. 

5.  The  book-keeper  acknowledged  that  the  amount  of  patronage 
from  the  organization  was  quite  satisfactory. 

6.  The  recommendation  of  the  railway  department  was  chiefly  for 
the  benefit  of  their  western  patronage. 

7.  The  destruction  of  the  railroad  bridge  on  the  Spokane  Interna- 
tional was  said  to  be  the  work  of  college  students. 

8.  The  department  acknowledged  that  the  instructive  character 
of  the  literature  made  it  well  w    th  the  subscription  price. 

9.  The  association  held  that  the  notification  from  the  manufacturer 
was  witkout  authorization,  and  that  the  information  contained  therein 
was  of  no  practical  value. 

10.  The  plans  and  specifications  for  the  reconstruction  of  the  Y.  M. 
C.  A.  building  have  been  approved  by  the  association. 

11.  There  was  some  speculation  as  to  his  qualification  for  the  posi- 
tion, natwitbstanding  the  high  character  of  his  recommendations. 

12.  According  to  Mr.  SpofTord.  the  new  armory  building  v>iil  be  situ- 
ated about  a  mile  from  the  flour  mill  instead  of  at  the  Fair  grounds. 

13.  I  am  positive  that  the  apparent  indifference  of  the  captive  was 
intended  as  a  blind. 

14.  Mr.  Fielding  required   his  client  to  remit  the  remainder  of  the 
claim,  reminding  him  that  the  only  remedy  was  a  prompt  settlement. 

My  Dear  Sir: 

You  may  insert  the  enclosed  advertisement  in  your  paper  on  Friday, 
April  16th,  and  run  three  weeks.  If  we  are  satisfied  with  the  returns 
from  this  ad.  we  will  let  it  run  for  a  year. 

Please  mail  us  copy  of  the  paper  to  prove  insertion. 

Yours  respectfully,  (60  words) 

Dear  Sir: 

You  will  please  add  the  oUowing  numbers  to  your  list: — 2404,  71o6, 
9250,  4873,  2789,  6543,  2468.  3597,  6281. 

Yours  truly,  (50  words) 


MACK  SHORTHAND 
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LESSON  SIXTEEN. 

Dislolned  Affiles. 

The  following  disjoined  affixes  will  be  easy  to  remember  if  the  stu- 
dent will  note  two  things:  first,  that  each  affix  endu  with  the  sound  of 
ITY;  second,  that  each  affix  begitiif  with  the  ifound  of  the  character  used 
to. represent  it.  For  example,  L  disjoined  equals  aLITY;  LR  disjoined 
equals  LARITY;  A  equsils  AETY;  I  equals  lETY;  S  equals  oSITY, 
aCITY,  iCITY;  R  equals  oRITY  or  aRITY;  BL  equals  BILITY;  TL 
equals  TILITY  and  X  equals  eXITY. 


Read  and  Copy. 

ALITY    -^ "'^-~ "-^ X^. ^^ 

a 2 4 >^ K-^-=^ y 

(o. h y^ .^TTTS       -^o.    ^ 


y 


INITY 
lETY 


ORfT 


OSITY 


^ 


/ u 


^ .„.^. 


^  ^ ^- 

^ J ^ 


BILITY  y^.>rr.. rrrr^Wr >.  .^.. 


^^ 


The  ING  Posltfon. 

The  student  *'a8  already  learned  that  ING  is  represented  by  a  DOT 
near  the  end  of  the  word.  It  is  well  to  keep  the  dot  wry  near  the  finish- 
ing point  of  the  word,  as  in  line  1.  S  (right  curve)  is  written  in  the 
position  of  the  ING  dot  forlNGS;  TON  in  the  ING  position  equals 
INGTON;  LY  intheING  position  equals  INGLY;  NSinthe  ING 
position  equals  INGNESS. 


Read  and  Copy. 

Z': >:. 


A 


^ ^. ^ ^. 


.tT<,. 
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Write  In  Shorthand. 

1.  One  may  dress  neatly,  becomingly,  and  yet  inexpensively. 

2.  The  reward  offered  for  the  return  of  the  article  was  in  itself  a 
Useless  inducement. 

3.  The  lithographic  reproduction  of  the  gigantic  steamship  was 
certainly  very  artistic. 

4.  We  freely  admit  the  lawfulness  of  their  claim,  and  have  no  dis- 
position to  oppose  it. 

6.  His  willingness  was  apparent,  but  he  lacked  the  necessary  edu- 
cation to  fit  him  for  the  position. 

6.  The  authorship  of  the  telegram  was  a  matter  of  much  specula- 
tion by  the  members  of  the  organization. 

7.  The  notification  from  the  steamship  company  caused  the  steno- 
grapher to  leave  Sackville  on  the  early  train. 

8.  The  bashful  patient  was  hopelessly  fretful,  but  showed  his 
appreciation  of  the  skilful  treatment  of  the  ailment. 

9.  To  appreciate  the  important  improvements  made  in  surgery 
during  the  past  twenty- five  years,  one  must  first  see  an  operation. 

10.    If  you  happen  to  be  in  Toronto  any  time  to-morrow,  can  you  not 
spend  an  hour  at  our  printing  office,  29  Bond  St? 

My  Dear  Sir: 

With  further  reference  to  the  enclosed  account,  we  do  not  wish 
to  waste  more  time  and  expense  over  this  matter,  so  if  you  will  send 
us  your  check  foi  $15  by  return  mail  we  will  give  you  a  receipt  in  full 
to  date. 

Yours  truly,  (50  words) 

Dear  Miss  Foster: 

We  learn  through  our  mutual  friend.  Professor  Remington,  that  you 
are  interested  in  book-keeping  and  shorthand,  and  we  have  therefore 
taken  the  liberty  of  mailing  you  under  separate  cover  a  copy  of  our 
annual  prospectus,  which  we  trust  you  will  find  time  to  examine  care- 
fully. 

We  believe  our  facilities  for  imparting  commercial  training  are  sec- 
ond to  none,  and  the  universal  success  of  our  graduates  is  abundant 
proof  of  efficiency. 

Our  school  is  in  session  throughout  the  entire  year,  and  students 
may  enter  at  any  time,  accommodations  parmitting. 

Hoping  to  have  the  pleasure  of  enrolling  you   as  a  student  in  the 

near  future,  we  are 

Yours  very  sincerely,  (110) 


MACK  SHORTHAND 
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SUPPLEMENT. 

Supplement  to  Lesson  5. 

The  sound  of  lA,  heard  in  via,  bias,  not,  Maria,  etc.,  is  indicated  by 
an  oblique  line  in  place  of  the  I  dot. 

EA,  the  sound  heard  in  area,  creation,  Seattle,  India,  etc.,  is  f x- 
presKed  by  a  horizontal  dash  inside  the  circle. 

OE.  the  sound  heard  in  poet,  doughy,  etc.,  is  distinuuished  from  01 
by  a  short  downward  line  below  the  01  sign.  OWIE  is  distinguished 
from  OW  in  the  same  way. 

EO,  OA  and  UE,  heard  in  Leo,  Nowh,  Dewey,  etc.,  are  written  as  in 
line  4. 


lA 


EA 


OE 


OWE 


lA 


aJ.. C .<^ ^. c^ C 

EA  ..cT^ riQ. s._j? ^. ZZ^.....\^.. 

»K  ../r. ^.. Q. C 

O'      >€ 


.rr^. 


EO 


Supplement  to  Lesson  7. 

In  applying  the  lengthening  principle  it  is  sometimes  more  conven- 
ient to  let  the  preceding  consonant  serve  as  a  base  line.  The  words 
given  below  are  engineer,  generator,  generation,  book-keeper,  governor 
fuiniture  and  corner. 


2       v^-   ^     f      7     ^_, 


\- 


Supplement  to  Lesson  13. 

The  word-sign  for  OUT  is  used  as  a  prefix,  joined  where  convenient, 
as  in  line  1 

The  prefix  COUN  is  expressed  by  KN  blended.  SELF  is  expressed 
initially  by  SEL.  MUL  joined  initially  equals  MULTI  or  MILL. 
PARA  is  expressed  by  PR. 
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>- 


•v^  ^<^ 


OUT 

coi'N    .."V ~\* "V 

SKLF        Ac^^Vr'. tJ^.. «K 


/^     J^ 


~i^. 


MULTl 


PARA 


4. -^ -^ ^  X-^^ 

-^ i      Ce    C^    £    6>  h 


Sunileinent  to  Lesson  14. 

Illustrating  further  posaibQities  of  the  CON  position. 

SR  in  COM  position  equals  CIRCUM  or  CIRCU;  SUB  in  CON 
position  equals  SUBCON;  SELF  in  CpN  position  equals  SELF-CON; 
TRANS  in  CON  position  equals  TRANSCON;  etc. 


ACCOM       ^ 


CIRCUM   ^ 

DECOM    -^ 

INCOM     Vr 


^ 


-2 


-L 
.<:' 


RKCOM 
UNCON 

SUBCON 


c 


I 


> 


7 
(c/^ 


r 


/^ 


> 


>• 


Supplement  to  Lesson  15. 

OGRAPH,  the  sound  heard  in  photograph,  phonograph,  etc.,  is 
expressed  by  OG.  This  sign  is  lengthened  to  add  R,  thus  giving  us  an 
easy,  rapid  way  of  writing  photojjrapher,  stenographer,  etc.  The  sound 
of  OGRAPHY,  OGRAPHIC,  andOGRAPHICAL  are  obtained  in  the 
regular  way,  by  adding  the  additional  sounds  to  the  sign  for  OGRAPH. 
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As  SH  equals  TION,  it  is  easy  to  see  where  we  let  the  signs  for 
SIENT.  TIONAL  and  TIONARY. 

To  get  TATION,  TITION.  TUTION.  etc.,  omit  the  vowel. 

ULATE,  the  sound  heard  in  speculate,  tabulate,  etc.,  is  represented 
by  UL.  The  L  is  lengthened  to  add  R,  giving  us  the  sound  of  ULATOR. 
As  LR  is  the  word-sign  for  later,  this  should  be  easy  to  remember.  The 
sounds  of  ULATION  and  ULATIVE  are  obtained  in  the  natural  way. 

To  appreciate  the  sign  for  UATE  and  UATION,  the  student  must 
remember  that  the  phonetic  sound  of  W  is  WAY. 

VILLE,  the  sound  heard  in  Sackville,  Nashville,  Belleville,  Walker- 
villc,  etc.,  is  expressed  by  V. 


^    ^     ^  ^    -^    '^    ^- 


Supplement  to  Lesson  16. 

The  following  affixes  may  be  employed  to  advantage: 
K  disjoined  equals  ATIC;  NT  disjoined  equals  ANTIC-  ST  dis 
joined  equals  ESTIC,  ASTIC  or  ISTIC. 

The  word-sign  for  SHIP  is  used  as  a  disjoined  affix  in  steamshio 
hardship,  friendship,  etc. 
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GRAM  or  EGRAM,  heard  in  monogram,  talegram,  etc.,  iaexprcued 
by  G  diajoined. 

GLOGY,  heard  in  apology,  thaology,  etc.,  ii  expreiaed  by  O  diijoin- 
•d.    ST  ia  added  for  OLOGIST. 


